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What is deaccessioning? 


Formally and permanently removing items and materials from holdings and collections. The removal 
consists of transfer of legal ownership, return of materials to donor, or permanent disposal. 


Purpose of deaccessioning 


Within archival repositories it is sometimes necessary to remove materials and items from the 
collections that are no longer appropriate to retain. 


Deaccessioning materials from the collections must serve a positive purpose for the overall repository. A 
positive purpose includes: 


= Improving overall access to the collections. 

= Assessing collecting strengths and refining collecting focus. 

= Correcting faulty appraisals at the time of acquisition. 

= Complying with current institutional collecting policies and missions. 

= Maintaining compliance with the law, collection policy, and set retaining schedules. 

= Making previously split collections whole. 

= Creating a better balance research potential of collections with the necessary allocation of 
resources (space, staff, time, and conservation resources) for their care and preservation. 


Deaccessioning has four options: 


1. Transfer of property 
a. Transferring the collection to a more fitting institution is the ideal outcome of 
deaccessioning. This keeps the collection open for public access, ensures long-term 
preservation, and promotes positive relationships between repositories. 
2. Return of materials 
3. Sale of materials 
4. Destruction of materials 


Criteria for Deaccessioning 


The Regis University Archives and Special Collections reserves the right to deaccession any materials 
from the repository. Formal removal of materials may be initiated for one or more of the following 
reasons: 


= The material no longer adheres to the collecting scope of the Archives and Special Collections. 

= The material(s) is/are duplicates of information or other items within the collection and 
contributes no additional value to the repository. 

= The material does not support the educational and/or philosophical mission of Regis University. 

= The material duplicates information available at another repository, library, or museum. 

= The material is damaged or deteriorated beyond use or repair. 


Steps of Deaccessioning 
The steps of identifying items for removal include reappraisal, weeding, and deaccessioning. 


- Reappraisal 
o The process of identifying materials that no longer merit inclusion in an archives and 
that are candidates for deaccessioning. 1 


Characteristics of collections under reappraisal include but are not limited to: 


= Unknown or unclear content and subject matter. 

= Does not fit the current collecting policy. 

= There is no existing catalog record. 

= Unknown provenance. 

= It has not been used or is used extremely infrequently. 

= §=|t is not unique or archival. 

= It puts other items in risk of deterioration due to condition. (Mold, book lice, 
infestation, etc.) 

= lt is unusable or deteriorated beyond use or repair. 


- Weeding 
o The process of identifying and removing unwanted materials from a larger body of 
materials. 


- Deaccessioning 
o The process by which an archives, museum, or library permanently removes 
accessioned materials from its holdings. ° 


Deaccessioning Standards and Guidelines 
Transfer of Property 


-  |t is important to disclose all information about the collection to the potential new repository. 
Restrictions, condition, size, content, etc. 

- Provide copies of the collection file to the new repository. This includes the deed of gift, any 
correspondence, inventory, etc. 


- Consider sending a courtesy letter or email to the donor or heirs explaining when, why, and 
where their collection will be relocated. 

- A proper transfer of property form should be filled out and signed by both parties and kept with 
the deaccession form for administrative records. 


Return of Materials 


- |f not noted within deed of gift, return of material do the donor or heirs is the second step in 
deaccessioning. Items should be returned if: 
o The repository does not own the collection and the donor wants it returned. 
o The repository has been unable to find an appropriate new home, and destruction is not 
an option. 
The collection is unlikely to be accepted by another repository. 
o The donor must retain the collection for legal or fiscal reasons. 


Sale of Materials 


- Sale of items may be considered if both transfer of property and return of materials are not 
viable options. Some collections maintain items that are valuable to collectors such as published 
books, stamps, or other collectibles. 

- Before selling any items stipulate how any proceeds may be spent, where the proceed will be 
directed, and how the sale will be handled. 

- Assess the risk of potential sale of materials. 

o Will this be viewed negatively by the community? 
o Will this generate criticism? 

- Reappraisal and sale of materials will not be used to raise funds for budget shortfalls or 
emergencies. Sale of collections is not ethical if it is solely financially motivated. Sale of 
collections can be the result of the process but should not be the driving factor. 


Destruction of Materials 


- In specific situations destruction is the only viable option. These situations include: 
o Mandated by law or record retention schedules. 
o Health reasons such as contamination or infestation. 
- Other circumstances that may justify destruction include: 
o Extremely poor physical condition, restricted or private information, duplicate materials, 
obsolete formats, or an abundance of published items. 
- Any items containing exempt or confidential information must be destroyed by shredding or 
other method of confidential destruction. 


Administrative Documentation of Deaccession 


- Adeaccession form (one per accession) should be completed once all archived materials being 
deaccessioned have been located and the Donor has confirmed the method of deaccession. 
- All deaccession forms must be approved and signed by the University Archivist and the Dean of 
Libraries, then sent to the Donor for countersignature. 
- No disposal actions should take place until all related documentation is fully signed and 
approved. 
- Once deaccessioning and removal of the archival materials is complete, all related 
documentation should be added to the relevant collection file. 
o Relevant documentation includes deaccession forms, reappraisal forms, accession 
forms, correspondence with the Donor, destruction certificates, transfer 
documentation, receipts, etc. 


Deaccession Form 


In accordance with the Collection Development Policy and the Deaccession Policy of the Regis University 
Archives and Special Collections, the following items have been permanently deaccessioned from the 
repository. 


Reason for Deaccession: 





Resolution: 





Date of Deaccession: 


Erin McCaffrey 
Dean of the Library and Director of the Cent... University Archivist 


